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PDF A publishing format that allows hard-copy documents to be captured as 
electronic versions suitable for use in a range of systems and 
applications. 

PEO Parliamentary Education Office 
PEP UP Parliamentary Executive Professional Upgrade Program 
Presiding Officers The President of the Senate and the Speaker of the House of 

Representatives are the Presiding Officers. Each presides over the 
proceedings of his or her respective House. Administratively, each is 
responsible for his or her respective chamber department and together 
they are responsible for the Department of Parliamentary Services. 

questions on notice When referred to in the context of the Senate, these are written 
questions to ministers from other senators. Questions on notice in the 
context of estimates proceedings are written or oral questions from 
committee members to a minister and/or the minister’s departmental 
officers, which require written answers from the minister or the 
minister’s department. 

running sheet A checklist of amendments used by senators when considering bills in 
the committee of the whole. Running sheets show all proposed 
amendments, identified by subject matter and grouped as needed; 
conflicts between amendments; relevant references in the bills under 
consideration; and procedural questions to be posed by the Chair of 
Committees. 

schedules of amendments Lists of amendments to bills, agreed to by the Senate, which are 
forwarded to the House of Representatives for consideration. 

SCID The Senate Centralised Information Database which is used to manage 
information and documents to support committee inquiries. 

scripts/procedural scripts Scripts containing both routine and complex wording to be used by 
senators to ensure compliance with standing orders when taking part in 
proceedings in the Senate. 

second reading 
amendments 

Proposed resolutions which comment on or affect the passage of bills, 
but do not propose specific changes to the text of bills. 

senators’ survey, survey of 
senators’ satisfaction 

A biennial survey commissioned by the department and conducted by 
an independent research services organisation to assess senators’ 
satisfaction with the quality, efficiency and effectiveness of the services 
provided by the department—most recently conducted in early 2011. 

SES Senior Executive Service 
Skype A software application that enables users to make voice and video calls 

over the internet. 
SPIO Senate Public Information Office 
Standing Orders Procedural rules that govern the conduct of proceedings in the Senate 

and its committees. 
third reading print A bill which is amended by the House in which it originates is reprinted 

to incorporate the amendments before it is transmitted to the other 
House. The bill is transmitted in the form in which it is ‘read a third time’ 
in the originating House and is known as the ‘third reading print’. 

TOPS Table Office Production System 
TRIM Total Records and Information Management (the department’s record 

keeping system) 
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Compliance index 
Requirement Location 
General  
Letter of transmittal iii 
Table of contents v–vi 
Alphabetical index 175–188 
Glossary and abbreviations list 169–170 
Contact officer(s) ii, 163, 

165–166 
Internet home page address and internet address for report ii, viii, 165 
  
Clerk’s review  
Review by the Clerk 3–8 
  
Departmental overview  
Overview description of department 9 
Role and functions 9 
Organisational structure 10–11 
Outcome and office structure 12–13 
Where outcome and program structures differ from portfolio budget statements or 
other portfolio statements accompanying any other additional appropriation bills 
(other portfolio statements), details of variation and reasons for change 

N/A 

Portfolio structure N/A 
  
Report on performance  
Review of performance during the year in relation to programs and contribution to 
outcomes 

17–20 

Actual performance in relation to deliverables and performance indicators set out 
in portfolio budget statements or other portfolio statements 

20, 21, 31, 
47, 65, 79 

Where performance targets differ from the portfolio budget statements, details of 
both former and new targets, and reasons for the change 

N/A 

Narrative discussion and analysis of performance 17–86 
Trend information 17–86 
Significant changes in nature of principal functions/services None 
Performance of purchaser/provider arrangements None 
Factors, events or trends influencing departmental performance 17–18, 27–29, 

44–45, 62–63, 
77–78, 86 

Contribution of risk management in achieving objectives 91–92 
Social inclusion outcomes N/A 
Performance against service charter customer service standards, complaints 
data, and the department’s response to complaints 

19 
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Requirement Location 
Discussion and analysis of the department’s financial performance 3–4, 99–100 
Discussion of any significant changes from the prior year from budget or 
anticipated to have a significant impact on future operations 

3–8 

Agency resource statement and summary resource tables by outcome 151–152 
  
Management and accountability  
Corporate governance  

Agency head’s certification that agency complies with the Commonwealth 
Fraud Control Guidelines 

91, 156 

Statement of the main corporate governance practices in place 89–91 
Names of the senior executive and their responsibilities 10–11 
Senior management committees and their roles 89–91 
Corporate and operational planning and associated performance reporting 
and review 

91 

Approach adopted to identifying areas of significant financial or operational 
risk  

91–92 

Policy and practices on the establishment and maintenance of appropriate 
ethical standards 

92 

How nature and amount of remuneration for SES officers is determined 95 
External scrutiny  

Significant developments in external scrutiny 92–93 
Judicial decisions and decisions of administrative tribunals 93 
Reports by the Auditor-General, a parliamentary committee or the 
Commonwealth Ombudsman 

93 

Management of human resources  
Assessment of effectiveness in managing and developing human resources 
to achieve departmental objectives 

93–98 

Workforce planning, staff turnover and retention 94–95 
Impact and features of enterprise or collective agreements, individual 
flexibility arrangements, determinations, common law contracts and 
Australian workplace agreements 

96 

Training and development undertaken and its impact 96–97 
Work health and safety performance 97–98 
Productivity gains 95–96 
Statistics on staffing 153–154 
Enterprise or collective agreements, individual flexibility arrangements, 
determinations, common law contracts and Australian workplace 
agreements 

96 

Performance pay 96 
Assessment of effectiveness of assets management  99 
Assessment of purchasing against core policies and principles 99 
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Requirement Location 
Discussion and analysis of the department’s financial performance 3–4, 99–100 
Discussion of any significant changes from the prior year from budget or 
anticipated to have a significant impact on future operations 

3–8 

Agency resource statement and summary resource tables by outcome 151–152 
  
Management and accountability  
Corporate governance  

Agency head’s certification that agency complies with the Commonwealth 
Fraud Control Guidelines 

91, 156 

Statement of the main corporate governance practices in place 89–91 
Names of the senior executive and their responsibilities 10–11 
Senior management committees and their roles 89–91 
Corporate and operational planning and associated performance reporting 
and review 

91 

Approach adopted to identifying areas of significant financial or operational 
risk  

91–92 

Policy and practices on the establishment and maintenance of appropriate 
ethical standards 

92 

How nature and amount of remuneration for SES officers is determined 95 
External scrutiny  

Significant developments in external scrutiny 92–93 
Judicial decisions and decisions of administrative tribunals 93 
Reports by the Auditor-General, a parliamentary committee or the 
Commonwealth Ombudsman 

93 

Management of human resources  
Assessment of effectiveness in managing and developing human resources 
to achieve departmental objectives 

93–98 

Workforce planning, staff turnover and retention 94–95 
Impact and features of enterprise or collective agreements, individual 
flexibility arrangements, determinations, common law contracts and 
Australian workplace agreements 

96 

Training and development undertaken and its impact 96–97 
Work health and safety performance 97–98 
Productivity gains 95–96 
Statistics on staffing 153–154 
Enterprise or collective agreements, individual flexibility arrangements, 
determinations, common law contracts and Australian workplace 
agreements 

96 

Performance pay 96 
Assessment of effectiveness of assets management  99 
Assessment of purchasing against core policies and principles 99 
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Requirement Location 
Consultants  

Summary statement 99–100 
Statement that information on contracts and consultancies is available 
through AusTender website 

100 

Absence of provisions in contracts allowing access by the Auditor-General None 
Contracts exempt from the AusTender None 

  
Financial statements 105–148 
  
Other information  
Work health and safety (schedule 2, part 4 of the Work Health and Safety Act 
2011) 

97–98, 155 

Advertising and market research (section 311A of the Commonwealth Electoral 
Act 1918) and statement on advertising campaigns 

155 

Ecologically sustainable development and environmental performance (section 
516A of the Environment Protection and Biodiversity Conservation Act 1999) 

155 

Compliance with the agency’s obligations under the Carer Recognition Act 2010 N/A 
Grant programs None 
Disability reporting – explicit and transparent reference to agency-level 
information available through other reporting mechanisms 

N/A 
but see 101–103  

Information Publication Scheme statement  
Correction of material errors in previous annual report None 
Compliance index 171–173 
 

 


